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This Job Aid shows how to: 
 Create an RPA Requisition in COMMBUYS 

Of Special Note:  
RPA is a Request for Payment Authorization after a purchase has been made for items or service not on an enabled 

SWC. These purchases are somewhat rare. They must be approved by the appropriate authority at your agency prior to 

purchase. Purchasing through SWC or normal procure is always the preferred path. 

 

Screenshot Directions 

 

 
Step 1: Launch COMMBUYS 
 

1. Launch the COMMBUYS website by 
entering the URL 
https://www.commbuys.com/bso in the 
browser. 

2. Enter your login credentials and click the 
Login button on the COMMBUYS home 
page. 

https://www.commbuys.com/bso/
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Screenshot Directions 

 

 
Step 2: Start a new Requisition  
 

1. From the Navigation Bar, select 
Documents > Requisitions > New 

 

 

 
Step 3: Enter data in General tab 
 
This is the General Tab of the New Requisition 
Page under Basic Purchasing. For an RPA that 
is not on an enabled Statewide Contract. 
 

 Requisition Type: Select RPA (not 
open market)  
 

 Short Description: of Goods or Service. 
We will use Snow Melting Equipment  

 

 Fiscal Year: Check for Accuracy  
 

 Special Instructions Field: Special 
instructions allow for entry of specific 
instruction to vendors. When entered on 
the requisition the data in this field will 
copy forward to the PO and also be 
visible on the print version of the PO.” It 
can also be used to give a vendor 
specific instruction such as shipping or 
delivery or anything else. This field is 
available on the requisition and the PO. 
 

 Select Save and Continue  
 

 After page refreshes click on Items Tab 
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Screenshot Directions 

 

 

 
Step 4: Search for items to add to requisition 
The Items tab opens. 
 

 Select Add RPA item (not Search 
Items). 
 

 

 

 
Step 5: The page refreshes to the General 
information page under the Items tab  
 

 Enter description of your mdse. or 
service purchase.  
 

 Enter an invoice number based on the 
information on your vendor invoice (must 
be unique).  

 

 Enter today's date for the Invoice Date.  
 

 Enter a Payment Due Date.  
 

 Enter the number of items you 
purchased.  

 

 Enter the unit cost of your item.  
 

 Enter the Unit of Measure – Here we 
selected ea. For each 
 

 Enter the UNSPSC Segment-Family 
Code and the Class Code - Use lookup 
to match the commodity or service 
purchased. 
 

 Click Save and Exit.  
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Screenshot Directions 

 

 
 

 
Step 6: The screen refreshes to show the item 
saved successfully. Check all information for 
accuracy before moving on.  
 

 Click on the Vendors Tab  
 

 

 

 
Step 7:  Vendor selection Page. 
 

 Select Lookup & Add Vendor.  
 
Note: The vendor must be registered in 
COMMBUYS. If not, then they should register 
immediately. If the Vendor needs assistance 
with registration, please refer them to the 
COMMBUYS helpdesk. Information on 
contacting the Helpdesk will be provided at 
the end of the webinar.  
 

 

 

 
Step 8: This is the Vendor Selection Page 
 

 Enter the Vendor name and click Find It.   

 Select your Vendor 

 Select Add Vendor button.  
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Screenshot Directions 

 

 

 

 
Step 9: The page refreshes to show the Vendor 
information. 
 

 Select Payment Terms from the drop 
down box. This should be based on the 
payment due date you entered 
previously.  

 Click Save & Continue to save the 
information. When the page refreshes  

 Click on the Summary Tab  
 

 

 

 

 
Step 10: This is the Summary page. Check all 
the information for accuracy and make 
corrections if necessary by returning to the 
appropriate tab to make and save any needed 
changes.  
Then return to the Summary Tab  
 

 Click Submit for Approval. 
.  
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Screenshot Directions 

 

 

 
Step 11: Dialogue Box appears, asking if you 
are “sure you want to submit this requisition” 
  
Click OK. 
 

 

 

 
Step 12:  This screen shows that the 
Requisition has gone to Purchase Order.  
 
Click on PO# Hyperlink to see newly created 
PO.  It will have a status of Complete Receipt. 
 
Please NOTE: The Vendor will not see this P.O.  
 

 


